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L.af. Yenegement Siaff 25 Getcbew 197 .
Culei, fecords Newgeent ST
Cepsiy feport - Coek Snding 8§ October LW
{1} Cosgleted inetalling m Fab jettetmeric Filing
{2) Comglated 13 new snd revised forms.
(3) the Records Cenfe received 153 eubic feet of imsctive
records end destfoyed 29 cuble feet.
T
2. isslgpwsents ~ Active
&. #1d of Fecords Comtrol Schedules.
(1) Office of Perwemosl - Froject 35% compiote.
{2} offiee of z’z;mms, tontect Diviston - Frolect LUt cowmpliaste.
Poview of recurds 2as deen completed asd revised records
comtral sehediles is in Procoss.
] b. Installstion of Fillag Systems.

(L) B8 - Projeet Le 15 comdete. A mmeting was held v
the Ares Feeords oCficer sod secyetaries and principlg
clerks in the Services Hvisiow to tyain them in the
Zubleet-lhusmric Systen.

{2} Offiee of ioreemesl - Files of the Fersunusl Froerausnt
Divimion, office of Chief, hare been conversed to time new
sysbem) folders aud guldes heve bees prepared aod about
? eubie feet of unterisl bas been recommesded for retire-
ment to the hgcords Cepter. In the Clerieml Recruvitnest
Srench, 2 culic feel of oatexis)l has been reccowended for

e, derisw of scasdiles for Deyosit of Vitel Fersommel HRecords.
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Twenty-two no enlipevized forms in frocess.

Fores Nemagesent il Primting dervicec Divisionm -
szé.%?& an oaf Doras W desm cospleted aad & total of 50
usofficial fores were Sowpd. Otaps will now Se taken to

revised Mapeteh Forms - Srecifisations heave esn conpleted

for the vevised forms. Fisal coopkinetion is being obtained
fyom LG/2. anl tie Offices of Commmientions, lLogistios, snd
the Comptaroliew. & significant change in the revised forz
iz ite incresse in siwe from latter to legsl o reduce the
musoer of sevord oagss.

Fillng Systam Survey, ¥ap Livesyy Myision, VR - Date on
wmxmafmwmmwuwmmw
Based on the recei;t o Yds inforsstion and other fagtors,
meM&mwmuwMth

Laviev of reguisitions for filisg eguijeent and fils
wmipplies - feviewsd 7 reguicitiony for filiug egpipment
and supplies. Jissggeoved 1 reguisitios for Yerldex Guides.

Ehalf File Instal.iations
(1) offies of Commmicstions - Four impuailations ander study.

(2) Piammce Divisiox, fice of the Camgptroller -~ Ares Hecords
Officer and Fioanes Mvision Perscomel sre considering
suggested shelf guiles for use in 74 ssetion of cpen shelf

flliag egipasent, leguizsition for new eg:ipsent
By 1 Bovowibes.

{3} Blograghic hegisber, R - Assisted in the preperaticn
of fimel sccepybmmes form for filisg eguigoant sad
furgiture. Iostellstics finished except for replscement
Light fixtures.

Space and Aguipaent Survey, Yechine lecords Divielom, wIffice
of the Copptrollar - Due Mechioe hocomds Divisiog roturned

to stoek 15 unite of safe type filiag eguijuent is exdhmnge
for 1% wnits of mov-sefe eguipaent. Testing pon-safe sguip-
ot for Yeb Hachine cards (o further this process of exchumge
of safe eguipwmont for aon-eafe.

Cifuh Spece Iayout sud Jmipwent Burvey
ludustrial Etaiswx » nmz ﬁle.
lioe of Mi‘k,e ‘ M ma
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8. Seven zexbers of tie . ccordd Honsgement Stef? end 13 other
Agency pevple attonded tie intersgeney Necords Aduinistrstion
{“m!‘ammum&lmt%iy“hﬁmx
m&es“m ﬁ
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